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    06 July 2000

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  WCPOC External Standard Operating Procedure E-98-10 Use of DA Form 200, Transmittal Record

1.  PURPOSE.  To establish procedures to be followed in transmitting documents to and from the West Civilian Personal Operations Center (WCPOC).  This supersedes the previous SOP dated 17 August 1998.

2.  RESPONSIBILITY.  All personnel who transmit mail to and from the WCPOC are responsible to follow the procedures established in this SOP.

3. PROCEDURES.

a. DA Form 200, Transmittal Record (Enclosure 1) will be completed and attached to hard 

copy mail.  It is to be used to send documents between the WCPOC and the Civilian Personnel Advisory Center (CPAC).  The purpose of this form is to assure accountability for hard copy 

documents being transmitted.

b. The transmittal record will be completed by the responsible CPOC/CPAC personnel and 

will be used to transmit any of the following documents:

          (1) Official Personnel Files 



          (2) New Employee In-Processing Package

          (3) Certified copy of completed Referral List of Candidates

          (4) Position Descriptions

          (5) Materials to be filed in OPF

          (6) Award Documentation

          (7) Performance Documentation

          (8) Other

c. As an exception to b(1) above, Official Personnel Files, the CPOC and/or CPAC may maintain accountability via a control number provided by the delivery system used to ship the OPFs.  If this option is used, a copy of the original document requesting the OPFs (i.e. email or fax request) will be included in the package.  This document must include the list of all OPFs 
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that are being shipped in that package, identify any that were not included, and state the reason that those were omitted.

d.  The Remarks section, box 18, of the DA 200 will be annotated as applicable to reflect PERSACTION Request Number, and employee name and SSAN for each individual record/document transmitted.  It is important the PERSACTION number be included when transmitting documents associated with specific personnel actions to facilitate timely processing of the action.

     e.  Separate transmittal records will be used when transmitting documents of different types, or when documents are being sent to different destinations.  For example; use one transmittal to forward items to the OPF room for filing in the OPF, another transmittal to send in-processing packages to SSD, and a third to accompany award documentation to be processed into DCPDS, etc.

     f.  Multiple personnel records or documents transmitted to the same office/division may be listed on the reverse side of the form.

     g.  The DA 200 may be used as a fax transmittal sheet when faxing documents to the CPOC.

     h.  Documents transmitted to the West CPOC will be addressed as follows:

          Department of Army, WCPOC

          ATTN:  SFCP-W, (90)  

          (Office Symbol and Name of Division) 

          Greely Hall

          Fort Huachuca, AZ  85613-5000

          “Official Use”

     The above address should include the appropriate WCPOC Division to or from which the mail is sent, as follows: 

          SFCP-W 

Office of the Director

          SFCP-W-L

Labor Relations Specialist

          SFCP-W-M 

Management Support Office

          SFCP-W-M 

Office Personnel Files/Mail Room

          SFCP-W-T

Human Resource Development Division

          SFCP-W-C 

Classification Division

            SFCP-W-S

Staffing Services Division 

          SFCP-W-A

Information Services Division
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i.  A transmittal record will be completed as shown on the sample at enclosure 1.  A transmittal record will be signed when transmitting documents and receiving documents.








  /S/

Encl





       JEANNIE A. DAVIS

as





       Director, West Civilian Personnel 

Operations Center
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